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|-1.1, | NTRODUCTI ON

A.  Purpose This chapter establishes policies,
rocedures, and responsibilities for the devel opnent of
ndian Health Service (IHS) directives and for the
adrr{ nistration and nai ntenance of the IHS nanual
system

B. Background The Departnent of Health and Human _
Services (HHS) nmintains a nmanual system that provides
instruction and information to HHS énpl oyees. The HHS
manual system is the authoritative source for
information on the policies, standards, and procedures
that govern the adm nistrative operations, of the HHS.
The HHS manual system is conmposed of the HHS staff |
manual 6 and the HHS_General Adm nstration Manual

(GAM

(1) HHS STAFF l\éANUALS Each HHS staff manual cover6
policies and procedure6 for specific subject
matter areas. The HHS staff manuals currently
cover the follow ng subject areas

Accounti ng _ Logi stics (Material)
Acqui sition Regul ation nagerrentl) _
QHHSAR) Energency Pl anni ng_

Forns Managenent , Personnel Instruction
General Admnistration @ants Policy Directive6
Manual . | nfformation "Resources

National Security Managenent
I nformation Mnual Public Affairs
Records Management Safety Managenent

(2) HHS Ceneral Admunstration Minual The HHS GAM
covers admnistrative subject matter areas that
are not covered %y the specialized HHS staff
manual s.  Subject6 covered by the GAM incl ude:

Gener al Legal Matter6

Conf erence Managenent Mal'| Management
Eﬁgl oyee Organizations Legi sl ative Affairs
H npl oyee Busi neSS Organi zat i onal

Cards anges

I'ndiran Heal th Manual ( 10730/ 97) TN 97-07
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(I-1.1B(2) conti nued) | ‘ .
Subjects covered in the HHS am: (cont’ d)

Environmental Affairs Patents and |nventions
Federal Register Privacy Act and Freedom
Docunent s of I'nformation
| nt er gover nnent al Report6 Managenent
Rel ati ons , User Charges
International Relations M sconduct™ and _
Legi sl ative Mtters Crim nal Vi ol ati on6
Caims - Tort and Managenent and
Col I ecti ons Organi zati on
Uni form Al | owances Cor r espondence
Policy on Smoking @gency Agreenent s
Del egati ons of nagement of
Aut hor | tyZ Directives

(3) Supplements to the HHS I\_fanyal System  Agenci es
rral_zé I ssue supplenents to the HHS manual s,” and the
| HS does 60 to include information specifically
applicable to IHS adm nistration and operations.
Qui dance for sup{al ementing the HHS nanual s%/st em
directives is not covered in this chapter, but nay
be found in the HHS GAM Chapter 1-00, HHS Staff
Manual System "

4) Supplements to the HHS Manual System Issued bv the
() Office O the Asastant Secrefarv for Healfh  The
Ofice of the Assistant Secretary for Health'
(OASH) was abolished as an organizational entity

in 1995 and each of the Public Health Service
( PHS) a%enmes becane Operating Divisions (OPD V)
Wi thin the Department. Supplement6 to the HHS
manual system that were issued by the OASH to
|_ntterpre and apply Departnent-w de requirements
Wi

I

hin the PHS becane inoperative, except for the
fol | ow ng:
a. Directives that originated in the OASH for
functions that the PHS was designated as the
HHS |ead agency.

b. Conm ssi oned Corps personnel manual system

TN 97-07 10/ 30/ 97) Indian Heal th Manual
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(I-1.1B(4) continued) |,

C PHS Personnel directives that are-being
phased into the HHS Personnel ' Mapual

The PHS OPDIVs may continue to use the directive's
Issued by the QASH until agency-specific policies
and procedure6 are established.  @uidance for all
other functions above the agency IevefJl ma)(] e
researched in the HHS manual system or other
governmental directives.

C. Indian Health Service Minual System The |[HS is the
Federal agency charged wth the respon3|%|||ty_?or
admnistering the delivery of health care services to
American Indrans and Al aska Natives. \Wen higher
echelon directives do not provide sufficient %w dance
for IHS staff, the IHS nmust devel op and i npl enent
policies and procedure6 that contaln adequate
Information to assist |HS enployees in carrying out
their responsibilities. The IHS manual slystem Serves
to assist the decision-nmaking process of FHS staff b%
defining the paraneters wthin which a decision nmay be

made.

In Septenber 1993; the President issued Executive O der
No. 12861 that directed all Federal agencies to reduce
internal regulations by at |east 50 percent by the end
of fiscal year 1996. Internal regulations were defined
by the Ofice of Minagement and Budget to be “any
agency directive, regardless of what it is called, that
prescribes agency policies or procedures - including
Internal agency acquisition regulations and grant
management requirenents - that pertain to an ?gqncy's
internal organization, managenent, or personnel. The
| HS has conplied with the requirenents of the Executive
Order by consolidating subject matter policy and
procedure6 previously issued in several formats into
%lnglle Indian Health Manual (IHV chapters or |HS
rcul ars.

In April 1994, the |IHS discontinued, devel opnent and
I ssuance of directives in the following formats: the
| HS Contract Policy Mnoranduns; the IHS Contract
Policy Letters; the Indian Self-Determnation . ,
Mermor anduns; the Indian Self-Determnation Advisories;

Imdian Health Nanual (107307 97) TN 97-07
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(1-1.1C conti nued)

the Headquarters-issued IHS Bulletins; the Community
Heal th Representative Menoranduns; the |
Heal th Representative Advisories and the
Systenms Policy Menoranduns.

The |HS directives are issued in the follow ng formats:
| HM Chapters; |HS Girculars; the IHS Area Ofices'
suppl enents, to the |HV Chapters and the IHS Circul ars,
and the Director's Special Ceneral Menoranduns (SGV)

D. policy. Managers at all levels in the IHS are
responsible for ensuring that directives pertaining to
their areas of functional respon3|b|I|t% are devel oped
reviewed, cleared, approved, and distributed in
accordance with the requirements of this chapter. Each
directive nust be kept current and contain appropriate
and adequate policy Information and procedural .

uidelines for IHS staff. to effectively performtheir
uties and responsibilities.

E. IHS Mapual System Responsibilities,

1 Dir_eﬁJ_O‘_f_i_c.e_of_Nb.aa ~ On Dbehal f
(1) of the Drector, IHS %% rector, fice of

, L

Managenent Support g(]VB);. has overal |
responsibility for the directives nanagenent
R/Logramln the IHS.  Wthin the OM5, the Director,

nagenent Policy Support Staff (MPSS), is
designated as the Agency D rectives and .
Del egations Control "Officer (DDCO, responsible
for providing advisory services and assistance to
| HS nmanagers for the ‘devel opnent, clearance, and
distribution of IHS directives.

@ geﬂ]e Director, MSS, 1s t princi pa cfo_ntact for

the Area Directors and Headquarters Ofice
Directors and their designated DDCOs regarding the
| HS manual system directives. The Director, MPSS,
provi des gui dance and assistance to IHS staff in
accessing the HHS nmanual system and ot her
Governnent directives. As the Agency DDCO the
Director, MPSS, is responsible for ensuring that
each IHS-issued directive is reviewed and ‘updated

TN 97-07 (107307 97) I'ndian Heal th Manual
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(I -1.1E(2) continued),

(3)

on at least a biennial basis. This i

acconplished with the assistance (ﬁ lﬁhe VPSS

Managenent Anal ysts (MA) who are designated as

?rlnary consul tants and technical advisor6 to
unctional area managers and staff at Headquarters

and Area Ofices.

The Director, MPSS, periodically assesses the
directive6 issuance process and overall MSS
servi ces.

Ma %fﬂﬁ%f_E?LLQM_SuP f Th SS i
rég% nsible for providing a v{sory s%rUFcesls

related to directives devel opment ~and issuance to
managers and staff at.all levels in the IHS
Services of the MPSS include:

a. Advising functional area managers and staff
on the appropriate format6 for proposed
directives from those described in this
chapter.

b. Advising functional area nanagers and staff
of existing directives that require review
and consideration for consolidation into a
new or revised IHS manual system directive
This includes collaborating with functiona
area staff to review all information released
regarding policy, practices, and activities
of "the functional area; e:g., directives,
nenor anduns, technical guides, and desk
references.

Provi ding advice and guidance to functiona
area staff regarding the general rules for
witing directives; e . g., sentence structure,
detail of information, “section declension
and appendi ces and exhibits selection

Ensuring that an official review and coment
Perlod Is allowed for the drafts of proposed
HS directives and advising functional area

Maram Heat th
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C(1-1.1E(3) conti nued)

staff during the devel opnent of final draft6
of IHS directives.

e. Establ i shing and naintain|n%E? system for
numbering and controlling | directives and
for distributing approved and signed IHS
directives.

f . Mintaining a |i bra% that includes select
HHS and operative PHS staff manuals, the HHS
GAM and | HS suppl ements, "and the |HS manual
system 1ssuances. Copies of Area office
suppl enents to the Headquarters issuances are
obtained fromthe, Areas upon request by
Headquarters functional area nanagers.

g. ?/Bli ntaining the IHS directives repository
iles.

h. Periodically evaluating the processes used
for distributing directives drafts and final
I ssuance6 to all levels in the IHS. This i
acconplished with the cooperation of an II-%
wi de network of DDCCs.

Providing technical advice and assistance to
Area and Headquarters offices DDCOs on
services to their respective offices.

(b) i _ arters Ofice Drectors,
Each Area Director and eac adquarters I ce

Director nmust designate a prinmary DDCO and at

| east one alternate DDCO for their organizations.
Area Directors should also consult the Directors
of each IHS operated service unit (SU) within
their Area to designate- an alternate DDCO for each
SU or facility. e primary and alternate DDCO
designations must be made by nenorandum that
delineate6 the DDCO duties ‘and responsibilities
cited in subsection I-1.1E(6) of this chapter.

It is reconmended that the annual perfornance
plans of each DDCO designee include standards for
measuring performance of the DDCO. The duties and

IN 97-07 (10730797) Indian Health Manual 3
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(1-1.1E(4)

(5)

conti nued)

responsibilities described in Section 1-1.1(6)
bel ow are key functions for a successful IHS
directives and del egation6 program

Area and Headquarters Ofice Director are
responsible for ensuring that appropriate nenbers
of their staffs review and comment on all proposed
|HS directives. The required reviews may be
verified when the Drectors sign a nenorandum to
transmt comments received or a "No Coment”

report to the Agency DDCO

Functional__area Managers. Functional area

managers are responsible for ensuring that all IHS
manual system directive6 related to their areas of
responsibility always convey current, appropriate,
and accurate guidance for users. During the
devel opment of new or revised d|rect_|ve%, or the
devel opment of |HS supplenments to higher echelon
directives, the IHS functional area manager6 mnust
ensure that uncontrolled directiveb6 ?rrermrandurrs,
techni cal guides, desk references, etc.) that
pertain to their functional area activities are
reviewed and appropriately incorporated into the

new or revised directive. Thi ﬁ assists |n
elimnating duplicate and confli ctmg pol 1 cy and
procedure 1nformation and ensuring that [HS w de
policy and practices are incorporated into an
appropriate IHS directive fornat.

The managers of Headquarters functional areas that
are designated as Mnagenent Control Areas (MCA)
under the |HS Federal nagers, Financial
Integrity Act gFI\/FI_A conpliance program may be
required” to establish Managenent Conirol Systens

) and incorporate theminto the function
related IHS directive. Al MS nust be _
established in accordance with instructions in the
|HM Part 5, Chapter 16, “Managenent Control
systens. "

Indi an_Heal th_vanual (107 30797) TN 97-07
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cont i nued)

(6) Directives and Delegations control Officers The

DDCOs at all Tevels I1n the IHSare responsible

for:

a.

Coordinating and inplementing the
requirenents of this chapter for their
assigned IHS Area and Headquarters offices.

Mai ntaining conplete sets of the |HS manual
system issuances for their office(s) or

functions, i.e., the IHV chapters and Area
of fice supplenments, the IHS Circul ars and
Area office supplenents, and the IHS SG\.

Ensuring that the appropriate formats are
used for directives initiated by nmanagers in
the Area or Headquarter6 offices.

Timely distribution of all draft directives
transmtted by the Agency DDCO for |HS wide
review and coment and draft directives
Elreepared at the Area office for Area-w de and

adquarter6 functional area review and
coment .

Preparing nenoranduns for the signature of
the Area or Headquarters O fice Directors to
transmt coment6 received on proposed |HS
Headquarters directive6 to the Agency DDCO

i ncl udi ng menorandums indicating "No
Comment . "

Directing the local distribution and filin
of the | manual system issuances, the H
manual system issuances, the |HS supplenents,
and Area office issuances.

Ensuring that the mailing lists for
distribution of manual issuances are ,ke{ot
current and that all changes are submtted to
t he MPSS.

The DDCOs in the Area offices are the primary
contacts in each Area for coordinating and

IN 97-07
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(I-1.1E(6) continued)

advising staff Area-wi de on the procedures
for devel opnent, revision, or cancellation of
Area-issued directives, and for supplenenting
Eb%guartersq ssued directives. The Area

(i) Ensure that Headquarters functional area
manager6 are given an opportunity to
review and conment on proposed Area
office supplements to the IHS manual
system i ssuances.

(ii) Provide support to field technical staff
c_har%ed as principals in drafting
directives for application IHS w de.

(iii) Miintain an index of all Area-issued
suppl ements to IHS directives.

I-1.2 INDIAN HEALTH MANUAL

The IHM is the preferred reference for IHS staff regarding
|HS specific policy and procedural information. perpanent
policies, procedures, and. operatjng standards speC|F|c and
unique to |HS admnistrative and ﬁro ram operations are
mai ntained in the seven parts of the THM  Exceptions to
this are when the information is issued as a SLPppIerrent to
an HHS staff manual or GAM chapter. The |HM CP ters are
eneraII%/ devel oped under the direction of an ﬁg _
adquarters functional area nmanager and staff, wth input
from managers and functional area counterparts at the Area
offices and service units.

Suppl ements to the IHM chapters maybe devel oped and issued
by the Area offices when additional™ instructions are
required to reflect an Area's particular practices.

SquI ements issued by the Area office cannot alter the
policy established in the issuance6 from |HS Headquarters,
and nust be styled in the same format and specifically cite
the sections of the Headquarters-issued Chapters that are
suppl emented by the Area office.

A thoritv for Chanters (nly the Director [|HS, or
I's/nher designee, may approve and authorize the release

mdran Heal th vanual (10730797) TN 97-07
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conti nued)

of |I-R&hapters. Approval and. authorization is
indicated by the authorized official affixing his/her
signature on the Transmttal Notice ﬁThD t hat™ covers
the chapter issuance (see Section |-1.2D and Mnua
Exhibit 1-1-A).

The Area Directors or their designees, may approve and
aut horize the rel ease of Area office supplenents to the
| HM chapters bz affixing his/her signature on the TNs
devel oped by the Area office DDCO

Parts in the Indian Health Mnual

(1) EPRart 1 - Ceneral Provides infornmation concerning
the I[HM |HS dellgations of authority, _
organi zation of'the IHS, and qggeral i nformation .
on the admnistration of the I'HS

- ces to Indians and &hers |ncludes

chapter6 that establish IHS policies and .

PropedureG regarding services provided to Anerican
Ingll_lan and Al aska Native people and eligible non-
ndi ans.

(3) Raxt 3 - Professional Services |ncludes the
olicies, responsibilities, and standards for the
HS direct health care delivery system and
reconmendation6 for urban and tribal health care
delivery progrant funded by the IHS

(4) t 4 - Staff éervLceSIM/ Program
Includes chapters that cite the policies;

responsibilities, standards, and procedures
related to special staff and support services and
activities not covered by nanagenent service

| ssuances contained in Part 5;.e.?., Equal

Enpl oynent CQpportunity/Gvil Rights

Staff” office 1ssuances, issuances pertinent to
enpl oyee integrity and ethics, and public affairs.

(2)

(5) PRart 5 - Management Services — contains chapter6
regarding the IHS admnistrative, managenent,
financial, and program support poli cies,

IN 97-07
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(I-1.2B(5) conti nued)

responsibilities, standards, and. procedures,
except for human resources admnistration and
managenent .

(6) E.a.:1;JL_-:._sgr.xigg5_j'4:_~_'J:r_iLzz).h__GaneL_tlnIulLs___fmo‘1
Organizations Includes chapters that convey the

admnistrative guidelines and internal practices
to assist IHS staff in providing services and
technical assistance to the Areas and triba
governments pertaining to inplenentation of

Title | and Title |1l of Public Law 93-638 the
Indian Self-Determnation and Education Assistance
Act, as anended.

(7) Part 7 Human Resources Admi nistration and
Managenent Includes chapters that cover the

policies, responsibilities, standards, and
procedures governing admnistration and managenent

of the I'HS personnel servicing system

C. | HM Chapt er Format ~_The varjous organizational
conponents of the IHS have diverse mssions,

organi zational structures, and policy/procedural
requirenents for their operations. This diversity is'
reflected in the contents of each chapter. (Use this
%haptFS as an exanple of the required |IHM chapter

or mat .

(1) -The IHM chapters contain some common informationa
conponents.  To standardize the nmanua
organi zation and to present the content of each
chapter in a logical sequence, the |IHV chapters
(|ncIud|n? revisions and Area office supplenents)
u

are structured, to the extent practicable, as
fol | ows:
a.  Ceneral or Introduction.
Purpose - Information to convey the reason
for the directive, i.e., 'to establish or

docunent changes to policy, procedures,
and staff responsibilities related to
the operations and/or managenent of a
particular IHS functional area.

ndran Health Manual (10730797) TN 97-07
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(i-1.2C(I) continued)

Background

Goal s (optional)

Policy statement - Information that 'defines
the methods or courses of action to be

. taken by IHS staff relative to the

subj ect "functional area. .
i nformation contained in tﬁpg section
must be witten in a present tense
active manner, i.e., the |IHS does
must,” or the IHS policy “is". Th
policy statement should be brleT &nd
consistent with internal and external
rules and regul ations regarding the
subj ect . LISI? of activities that are
meant to clarify the policy, but which
are usually requirements, should be
included in the guidance/procedural text
of directives. , ,

other General Information as appropriate

b. %?ﬂné“ﬂm%—@%%“ t%iiit-i es
lrecto “ Wl SS
Head urar(?se?sws ta¥f © )
Area Staff
Service Unit Staff

G her QOganizational Staff

C. Procedures.

| nstructions/Standards/Requirenment s/
Criteria for Mnagenent Control/
Qual ity Assurance Requirenents and
I'ndi cators that would be applicable at al

levels in the IHS., ,
G her Infornmational Quidelines

. d. . bt L
o for ‘an E%anpsl'e _%%\%t g?nuﬁolpe%ri”xtfllitxhi bi t
Format and Manual Exhibit 1-1-F for an
Exanpl e Grcular Appendi x/ Exhibit Fornat)

Sugglenental | nformation, Forns
ferences naterials, etc;

N-O97+—86+4 - -
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(1.1.2¢c(I) cont

nued)

i L An appendi x normal |
(|)Cémoe.nd : pp ornal 1y

ains information that S|%n|ficantly
suppl enents the statenents of policy and
procedures in the text of an IHS
directive. [Informationin appendices
may or may not have been devel oped by
the IHS, 1.e., sections of Public Laws,
hi gher echelon and governnent oversight
agency requirenments, or segnents of
another |HS functional area
?ollcy/procedure that would apply to the
functional area for which the directive
I's established.

Since the President issued Executive
order 12861, it is not appropriate to
I nclude oversight agency policy and/or
guidelines in their full text as an
appendix to |HS directives. .
Requi rements for conformance to higher
echelon or oversight agencies' policy
and/or guidance must be selectively
synopsi zed in the policy/quidance/
procedures section(s) of the IHS
directive, Source%so) for copies of the
hi gher echel on or vernnent ~oversi ght,
agency guidance or policy must also be
referenced within the text of the IHS
directive.

The IHM chapter appendices are

di stingui shed from the chapter text by
page headers and footers that reflect
the IHV part and chapter nunber, the
alpha digit assigned to the appendix,
and the appendi x page numbers. The | HM
chapter appendi x page footers include
the TN nunber and date of the TN. The
headers and footers alternate on each
Page of appendices from being flush with
he right margin for odd-nunbered pages,
to being flush with the left margin Tor
even-nunbered pages.

'ndran Health Manual
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(1-1.2C(1) (continued)

(ii) Exhibits Exhibits include copies . of
flowcharts, tables, or other graphics
that could assist the reader in
understanding the policies and
procedures, managenent objectives, and
expected outcomes as a result of staff
conpliance to the requirenents in an |HS
directive. Exhibits may also illustrate
or actually provide tenplates of forms
and formats of reports or correspondence
to be used by starf when performng
staff work and/or providing services.

The exhibit must be an original .
production with the issuance (no copies
of documents or forms). Functjonal  area
managers whose activities require the
use of existing standard or specifically
designed forns nust cite the applicable
form numbers and approved dates wthin
the text of the directive. The
source(s) for copies of forms nust be
included in the text of the directive

The I1HM chapter exhibits are
di stingui shed from the chapter text by
page headers and footers that reflect
the IHV part and chapter number, the
alpha digit assigned to the exhibit, and
the exhibit page numbers. The |ﬂ¥
chapter exhibit page footers include the
TN nunber and date of the TN e
headers and footers alternate on each
Page of exhibits from being flush wth
he right margin for odd-nunbered pages,
to being flush with the left nmargin Tor
even- numbered pages.

(2) Table of contents E?ch | HM chaPter nust i ncl ude
a table of contents delineating the titles and
nunbers of sections and subsections in the text.
Exhibits and/or appendices (as allowed by the
Agency DDCO) to the chapter nust. be listed at the
end of the ‘table of contents, appendices first.
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(1-1.2C(2) continued)

The lists nust include the exhibit or appendix

nunber and title.  (See Exhi bit %L-I-B for a
exampl e of an |HM chapter table of contents PS

a. Headers for |HM chapter Table of Contents
pages contain the IHVM Part title, chapter

nunber, chapter subject, and IHM Part number.

Exanpl e:
Genera]
Chapter 1
Indian Health Service Manual System
Part 1
‘Table of Contents

mm-. m:-

b.  FEooters for pages of |HMV chapter Table of
Contents cite éhte |HV date of chapter
| ssuance or update, and the Transmttal
Notice nunber (see Section I-l.a3D. Foot er
information is single line overscored. " Taple
of contents page numbers are indicated by
| ower - casesroman numerals centered above the

footer line.
Exanpl e:
i
Indian Heal th Manual (11) TN 97- 00

3) Page Headers and Footers for |IHM Chanters
) Headers and footers for the_tGX‘[_P'a'g’G'S_O‘f'_ an | HV
chapter must be contained within the 1" |eft and
right margins of the chapter pages.
a. Qhﬁrm_e.r_gaé;Lh%.d.em convey the IHv part
title, pag€ number, chapterynu er aﬁgthe.

chapter title. On odd-nunbered pages, the
"MV Part title is frush wih the 1oft margin

and the page nunber is flush with the right

rdTam —Heat t—vamual (107 30797) TN 97-07
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(I-1.2C(3) continued)

mrgin. On even-nunbered pages the |HM Part
titTe is flush with the right margin and the
page nunber is flush with the left nargin.

Exanpl e of |HM chapter odd-nunbered page
header : ‘

GENERAL Page 1

Chapter 1
Indian Health Service_Manual System

Exarrpl € Of IHM even -numbered PAage€ header,;

Page? LGENERAL
I Oﬂg%ter 1
| NDI AN HEALTH SERVI CE_MANUAL SYSTEm

Chapter | nf t flects that
the pagepl part o tlr?eolrml?ﬂergatgctﬁat 2

the page information was approved for _
inclusion in the chapter, and the TN assigned
by the MPSS. 4 On odd- nunbered pages the
citation Indian Health Mnual" iS flush wth
the left margin and the TN citation is flush
with the right margin. On odd-nunbered pages
the citation 'Indian Health Manual" is flush
with the right margin and the TN citation is
flush with the left margin.

Exanpl e of |HM odd-numbered Page footer:

Indian Health Manual (11) TN 97-00
Exanpl e of |HV even-nunbered page footer:

TN 97-00 (rr) Indian Health Manual

C. Page Headers aer FooHers fO{ hAtre?i ; _
Suppl enent s ea offices that determne a
egg to supplenment |HM chapters issued by
Headquarters nust use the same header and
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(1-1.2C(3) continued) ,

footer formats as described and illustrated
above, except the headers include the title
of the Area office.

Exanpl e:
CALIFORNIA AREA
GENERAL INDIAN HEALTH SERVICE Page 1
Chapter 1 .
INDIAN HEALTH SERVICE MANUAL SYSTEM

(4) chapter Section designations The |HM parts;
chapters, sections, and subdivisions of sections
are separated and identified by numeric and al pha
digits in the followng declenSion and form

1 | HM Part

1-1 | HM Part and Chapter ,
1-1.1 nium Part, Chapter, and. Section
1-1. 1A | HM Part, Chapter, Section
1-1.TACL) and Section Subdivisions
1-1.TA(Na

-1 1ACl)a(i

[-1.TACl)a(i)(a)

-1 TA()a(i’)(a)f

In IHM citations, the word section refers to the
first and subsequent |evels of breakdown below the
chapter level. 'As a general rule, sections are
subdi vided and designaied only to the extent users
of the manual may need to cite a specific
subdivision of a section. Each new section of

text inan , IHM chapter is indented 5 character
spaces to the right of the primary blocked text
left margin.

(5) inued to New page \Wen a section of
chapter text 1s continued to the next palge hhe
con |n?agkonf|%hnoted uqdea the header "af’ the
upper lefrt or the page text. The continuation is
noted by a series of numbers and a p%a éﬁglts
constructed as follows: parenthesis, |HV part
nunber, dash, |HMV chapter nunber, dot, chapter

Imdian Heal th vanual (107307 97) . TN 97-07
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(1-1.2C(5) continued) ,

section, capital alpha digit of the subsection,
parenthesis, subsection division nunber, close

arenthesis, double space, the word "continued",
glose par ent hesi s; e.g., (I-l.SK&) conti nued

D. Iﬁgnsmj* ttal Notices A JN is a single page gocument
that covers each approved |HM chaptéer and” subsequent
revisions to IHM chapters. The JN i ncl udes. background
information on the new or revised chapter, the
Director's signature, information on materials that are
superseded by the issuance,, and filing and disposition
Instructions.  (See Manual Exhibit 1-F-A for an exanple

of an HM TN).

Del egations of authority (DJA) are part of the IHM and
are transmtted under a TN signed IE)/?/ the Director, IHS
The D/A indexes are exhibits in IHM Part 1, Chapter 5;
however, copies of the actual D/A docunents are.

mai ntained in binders separately from the |IHM binders.

The Area Directors, or their designees, may approve and

authorize the release of Area office sug}RlISerrents to the

lArHM b D(?Cf)sﬂx' ng their signature to the devel oped by
ea :

| -1.3 INDIAN Health Service CGrculars

The ITHS Grcular format is used to issue tenporary IHS
policy and/or o erat|n? Brocedures. | nformation cont.ained
In an |HS Grcular nust be consolidated Into an ex!snflng or
a new |HV chapter within 2 years fromthe date of issuance;
however, it is not a requirenent that IHS policies and
procedures first be issued in circular format.

A. The IHS circular format may be used when:

(1) Specific guidance for an |IHS program or .
admnistrative function and/or responsibility is
required temporarily or would have a limte
duration (not to exceed 2 years).
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(1-1.3A .conti nued) :

(2) Subject nmatter policy and procedures are being
devel oped incrementally over an extended period of
tine.

(3) A decision/determ nation.regar_di ng the
appropriate IHV chapter in which to incorporate
new Ipokl)|| cy and procedures is not inmediately
avai [ abl e.

B. Authority. Only the Director, IHS or his/her
desi gnee, matyr approve and authorize the release of IHS
Crculars. he authorization to issue a prepared
circular is obtained by the Director's signature on the
| ast page of the IHS Circular.

Suppl enents to the IHS Grculars may be devel oped and
issued by the Area offices when additional instructions
are required to reflect an Area's particular practices.
The Area office supplenents may not alter the policy
established in the i1ssuance from |HS Headquarters, must
be styled in the same format, and nust specifically
cite which sections of the Headquarters-issued G rcular
are being supplemented by the Area. nly an Area
Director, or his/her designee, may approve and sign
Area office Grculars.

C. Format for Indian Health Service O“rcul ars.

1) Information Sections. The following informtion
(1) sections are recommended for |HS Orgul ars 1ssued

by Headquarters and Area offices. However, the
information contained in IHS Crculars is
dependent on the functional area managers' and
staff needs for adequately' conveying subject
matter information and admnistrative
requirements. (See Manual Exhibit 1-1-D for an
exanple of the I'HS Circular format.)

a. Purpgse - An explanation of the reasons why
the Qrcular is being issued and specific
obj ecti ves.

Background - Includes titles of Public Laws,
hi gher echelon directives, or specific
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(I -1.3C(1) (continued)

requirements for program or admnistrative
activities to nmeet higher echelon directives,
| egislative or statutor?/ requi rements, etc.,
that conpels issuance of the Grcular.

C. olicy- (As available; admnistrative
ropedﬁres may be the only infornmation
available for inclusion in IHS CGrculars
pending a policy statement.)

Organizational Responsibilities - Describe
the functional areas/managers accountable for
successful |y overseei n% and acconplishing the
functions covered by the IHS Grcular.

e. Brocedures [ Instructions / Operations Info -
Ceneral information for readers and specific
gui dance for the functional area staff.

f. Supersedure - List previously issued
controlled and uncontrolled directives that
the Grcular information is replacing, if
any.

Effective Date - CGtation of a specific date
that THS enployees' conpliance to the
requirements of the Grcular is to begin,
usual ly the date of signature, however, a
Circular maybe issued 1 n advance of the
effective date.
2 Ci rcul Section  Designations Principal sections
@ ofu ﬁ[ls Grculars are designated by nun%rlc_al _
digits, and paragraphs and subparagraphs within a
section are designated by nuneric and alpha digits
in the follow ng declension and form

1 Section number
Section, paragraph
1A(1 Section, paragraph, sub-paragraph
Iﬁ I a sub- paragraph sections.
a(i
| A( agi;(a)
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(1-1.3C(2)

(3)

conti nued)

Circul a e Headers and Footers
footers for The text pages of THS. G %‘F%ﬁ% ﬁﬂgt

be contained within 1" margins (left, right, top
and bottom) on each page.

Only the first page of an IHS Crcular contains
both a header and a footer. ext pages. after the
first page, and appendices and/or gxﬁl bits to a
Crcular, have only headers.

a. The ITHS Grcularfirst page header includes
the IHS departnent address, the originating
Headquarters office, and the IHS Gircular. No.

Exampl e:

DEPARThfENT OF HEALTH AND HUMAN SERVICES
PUBLIC HEALTH SERVICE
INDIAN HEALTH SERVICE
ROCKVILLE, MARYLAND 20857  Refer to: OHP

INDIAN HEALTH SERVICE Cl RCULAR NO. 9700

b. The IHS Crcular first page footer notes the
distribution and the date that the Crcular
i s approved and signed by the Director s

or his/her designe€. This nformation is
inserted under a single overscore line

Exanpl e:

Distribution: |PSD 557 (Indian Health Mailing Key)
Date:

c. Headers on the second and subsequent pages of
IHS Circulars include the Grcular page
nunber, |HS Crcular number, and the date
mat Dit he tCl rcul ahr I'S appron\foed and signed by

e Drector. The page.nunber, citation i
flush with the left prmgrgl n, and the "date ?s
flush with the right nmargin on even-nunbered
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(1-1.3C(3)

conti nued)

pages. On odd-nunbered pages, the page.
nunber citation is flush wth the rlﬁ t
margin, and the date is flush with the |eft
margin. The Grcular nunber is always |
centered in each page header Iine.

Exanple of IHS Grcular even-nunbered page
header :

Exampl e of IHS Circular odd-nunbered page
header :

(/) _ INDIAN HEALTH SERVICE CIRCULAR NO, 97-00 _ Page3

ire: nd i Exnibits  (See
Section [-1.2 ~of this chapter for IHS
directives' appendices and exhibits text
requirenents.)

Crcular appendices and exhibits are
distinguished from the Crcular text pages by
a header that reflects the Grcular No.,

al pha digit assy%?ed to the appendix/exhibit,
the appendi x/exhibit page nunbers, and date
of the appendix/exhibit.” The page heade
information alternates on each pgge_o the
appendi x/ exhibit from being flush with the
right margin for odd-nunbered pages, to being
flush with the left margin for even-nunbered
pages. (See Manual Exhibit 1-1-F for an
exanple of a Circular Appendix/Exhibit.)

Functional area managers who use guidance or
policy and procedures developed in formats
other than the IHS manual system directives,
and whose activities require the use of
existing standard or specifically designed
forms, nust cite the applicable guidance and
form nunbers within the text of the Grcular.

IN 97-U/
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(I-1.3C(3) continued) !

The sources for copies of the directives and
forms must be cited in the text of the
Circul ar.

e. Page Headers (Samd FootArers f or Ar(?a of fice
Lls.u.‘ ars rcufars Area officess Greulars and
suppl ements to the IHS Grculars nust be

formatted as illustrated above, except the

headers must include the Area office title.

Exanple of Area Grcular supplenent title
page header:

DEPARTMENT OF HEALTH AND HUMAN SERVICES
PUBLIC HEALTH SERVICE
INDIAN HEALTH SERVICE  Refer to:

CALIFORNIA AREA

97-00

Exanpl e of title page footer of Area office
Circulars and supplements to IHS G rculars:

Distribution: Califorala Area Ofiice
Date

Exanpl e of header for the second and
subsequent pages of Area office supplenents'
to IHS, GCrculars:

Even- nunber ed page:

CALIFORNIA AREA
Page2  Indian Health .Service Circular NO. 97-00 (11)

Qdd- nunber ed page:

) CALIFORNIA AREA
(L1 Indian Health Service Circular No. 97-00 PZIp.&j
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|-1.4 SPECIAL GENERAL MEMORANDUMS

The |HS SGWw are for the exclusive use of the Director, IHS
or his/her designee. An SGMis normally used to interpret
and/or reiterate existing |HS policy that requires special
attention by IHS enployees. The SGM format nmay al so be used
to announce new policy and/or procedural requitenments that
must be inplenented inmediately.

Functional area nmanagers at Headquarters, who determne a
need for an SGM are responsible fongre aring SGw and
submtting themto the Director, IHS for signature.
Prepared SGW nust be submtted to the Director under a
standard action nenorandum through the Executive Secretariat
%&(\jﬂ )t he MPSS. (See Manual Exhibit 1-1-G for an exanple of an

Upon approval and release of an SGV the agency DDCO
designates an MPSS nenber to contact the appropriate
functional area managers to 'begin incorporating the SGM
information into an appropriate |HM Chapter; | Grecular,
or as a supplenent to a higher echelon directive.

A. Authoritv for SGvs. Only the Director, IHS, or his/her
designee, may approve and sign SG\.

Area Directors are encouraged to establish and maintain
a system simlar to that of the Director's SGW for use
within the Areas.

8. Format for S The Director's SGs are prepared in
tﬁe mtzm)randur(r31|v[?ormaLtI prescribed in the IHE ecutlve

MMQ?MM& As an official THS
directive format, the SGM are normally prepared as
information to all IHS enployees; however, on occasion

they may be devel oped for and distributed to select
functional area nmanagers and staff.

c. Control Nunbﬁrs The Agency DDCO assigns a control
nunber to each SGM upon 'signhature by the Drector, I|HS,
or his/her designee. The control nunber is configured
to reflect the cCalendar year and sequential nunber of
I ssuance, 1.e.., SGVM 97-01, SGM 97-02, etc. The SG\b
expire 12 nmonths after date of issue, unl'ess otherw se
stated in the SGV
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1-1.5 . IHS MANUAL SYSTEM STYLE GUIDELINES

Functional area nanagers are responsible for ensuring all
final directives and related docunents (briefing
nenoranduns, action nenorandums, TNs, etc.) that are
submtted to the Director for signature are prepared using' .
the Courier font, (not Courier New, Courier Regular, etc.)
and allowng 12 typed characters per inch (12 cpi, pt). .A“
directives' text is in standard block style with [eft prin
Eustlflcatlon only. Al nargins éleft, rlght, top, and
fotttorr) are set at 1" on each page, Including headers and
oot ers.

-1.6 DIRECTIVES DEVELOPMET PROCESS

N Notifi ‘aon Notification Functional area managers at Headquarters
shoul d content the Agency DDCO when they recognize the
need to develop, revise, "or can??l n | HS directive.
Area office and other field sta 0 recogni ze a need
for IHS directives devel opment or revisions shoul d
contact the subject functional area nmanager in the Area
office and the "Headquarters functional area nanager
and/or the Agency DDCO

° or request for assistance, th A‘Upon rece|e} of nftlce
€, e Agenc DDO? esl gnat es

an NP%S.NA to be the primar coé%d?ﬁétor or advisory
and assistance services to functional area staff. Tp
desi gnated MA assists, the functional area nanager/sta?f
i n devel oping a workplan, that delineates specific
m | eposts for conpleting the directive action. The
MPSS MA is available for advice and guidance throughout
the directive devel opnent and issuance process. The
Division of Regulatory and Legal Affairs, OV5, is
apprised of the plans for devel oping or rey|3|n% a
directive and is consulted as required during the
directive devel opnent process.

Managers at Headquarters whose functional areas are
designated as MCAs under the IHS FMFI A conpliance

?rpgran1 should first outline or establish an MS.
his could assist in the devel opment of the directive.
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(I-1.6 continued)

C. ‘acted Directives Development When t he

evel opment of a directive I's con&cted, the
functional area manager, Agency DDCO, and/or designated
MPSS MA neets with the confractor to review the
requirenments of this chapter. The functional area
staff and MPSS MA are jointly responsible for ensuring
that the contractors' products neet all requirenents of

this chapter.

D. Directives Development Workgroups The nunber of

I ndividuals involved and the period of tine necessary
to develop a directive varies depending 'on the subject
and conplexity of the information/policy statements to
be included. ~ Functional area managers and the MPSS,
acknow edge the inportance of current witten policies
and procedures and ensure expediency in devel oping and
revising |HS directives.

E. Electronic Copies  Copies of drafts and final
directives nust bE subrl?itted to the Agency DDCO in hard

copy and on diskette.

-1.7 CLEARANCE OF US DERECTI VES

Wien consensus is reached by the designated MPSS MA and
functional area managers/staff that an |HS directive draft
is ready for issuance, the draft is submtted for review by
the agency DDCO.  The designated MA ensures that a printed
copy of the docunent and a diskette containing the table of
contents, the directive exhibits, and proposed/ approved
appendices is submtted to the Agency )

A Headquarters REVIEW AND coment Peri OD on approval
by the Agency DDCO, the drafts of [HM Chapters and |HS
circulars are transmtted via e-mail to Area and
Headquarters offices for a controlled review and
coment period. Each DDCO is responsible for ensuring
that the electronic docunents are forwarded to Area
staff, "via forwarding of the e-mail message or locally
printing, duplicating, and distributing copies to
staff/individuals designated in the M e-mai |
message.
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(1-1.7A. continued)

The review and comment period for IHM chapters and |HS
Crculars is a mninum 20 calendar days from the date
the draft is released, and normally does not exceed 45
cal endar days. The Agency DDCO may extend the review .
and comment ” period upon the concurrence of the
appropriate functional area managers.

(1) The following individuals are extended an
gﬁportunlty to review and comment on all draft [|HV
apters and IHS Grculars proposed ' by
Headquarters functional area managers:

Area and Headquarters O fice Directors
Area Executive Oficers
Area Chief Medical Oficers
Headquarters West Functional Mnagers
Pol i cy SU%)OI‘I Staff, Ofice
~of ‘the Director
« Director, Dvision of Regulatory
and Legal Affairs,
o Service Unit Directors/Health Center
Directors. o
o Tribal and Urban health program officials
a  Subject Functional Area Managers and Staff
at Area offices and Headquarters
o Al DDCOs
o Al Managenent Analysts., MPSS
« The I'HS Records Managenent O ficer (when
directives propose files/records mnanagenent
related instructions that differ fromthe
information contained in IHM Part 5,
Chapter 15, 'Records Managenent.") ,
Bargaining unit officials (when directives.
I npact the working conditions of bargaining
unit enpl oyees)

) Excaptions to Bmu_aunad_(.‘am:ce i The | HS
irectives review and conment period may-be

shortened or elimnated when:

o

a. The Director is formali zi n? deci si ons nade by
| HS Executive Managenent, the Indian Health
Leadership Council of the IHS (the Council),
orspecial commttees of the Council. In
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(I-1.7A(2) cont i
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such instances it is determned that fyrther

di s
unn
0

cussion or deliberation would .
ecessarily defer IHS conpliance w

ecutive Order; the Congress, the Of
Managenent and Budget, the CGovernnent al

Acc
Sec

ounting Ofice, th fi f th
retarygof Heal t h aﬁd r}a%esgrvi ceg

Federal oversight agenci es.

b. The directives a product of workgrou
osed of select IHS functional managers or
staff, tribal and/or urban progran
ani zation representatives, 'and/or other

co
or
F_eg
Dr
man

eral agencies, specifical Ia/ i%Bf"E%%ﬂ

ectQr, 'IHS to develop an

th

licy and/or procedural changes nandated b

ice o

, Or

ps

tbythe

managenent, admnistrative, or program
| nprovenment actions.

C. | npl enmentation of new, or elimnation of
outdated or unnecessary, admnistrative
Brocedural requirements tested and certified
y the Admnistrative Quality Mnagenent

Cou

ncil.

d.  There is other urgency for inmediate release

of

The Director's SGW uaually reiterate inlf.or
and practice containe 0

directives.

in-an existing p

directive, or are issued to inplenent
reconmendations by the Council "and are not

rel eased

for review and conment prior to si

by the Director, or his/her designee.
B. Dstribution of Draft Area Ofice Drectives for

mat i on

icy

gnature

Revi ew

?esponnsi bl edf

The P_rl,rra_r}; DDCO 1n each Area IS
or soliciting coments from appropr

| at e

managers and staff within their Area, and from the
appropriate Headquarters functional area nanager

Headquarters
Area-1evel.

issued directives are supplenmented
Requests for |HS Headquarters revie

G othd e n

Ws nust
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(1-1.7B continued) |

be made through the Agency DDCO, MPSS, OM5. The Area

office draft supplementd i ssuances are transmtted
electronically to the Agency DDCO.

%ﬁns%dﬁamn?_ﬂ&of_lmmé@nts and Reconmendati oN
he tollTowm ng steps apply during the devel opment of
Directives at Headquarters. Area offices should
establish timeframes for the Area office i1ssuances

process.

(1) The MPSS and functional area staff,have 45
cal endar days in which to review, consider
comments and recommendations, and incorporate
accepted recommendations into the final draft of
the directives. This 45 da%/ perjod begins the day
after the review and coment period ends.

VWor kgroups charged, by the Director, IHS, or
executive level commttees nmay be extended
additional time to review conments and
recommendations depending on the frequency the
Workgroup is able to meet. The extended tine
lines are established between the Wrkgroup
Bgébr(s), the charging, official, and the Agency

(2) Headquarters functional area nanagers or the
Workgroup nust address all concerns and
recomendations nade by the reviewers during the
official review and coment periods. A witten
report of deliberations on conments and .
recommendations nust be prepared by the functional
area nanager/staff and nust acconpany the final
draft and action nenorandum submtted for
cl earance by the Agency DDCO.  The report includes
reasons why any reconmendations are not
incorporated into the final draft. This witten
report becomes part of the official record related
to the directive.

Transmittal of Directives for Signature A final
review of all documenis {0 ensure forma; and
information requirenents are met is conducted by the

rmdranm Heat T vanuat (107307 97) TN 97-07
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Upon signature by the. Director, IHS, directives are returned .

MPSS. The MPSS ensures that the final docunent is
appropriately packaged for Executive review and
approval .

Directives packages are submtted to the Director, I|HS
under a standard action nenorandum through the IHS
Executive Secretariat and the MPSS. Directives that
are devel oped under charge fromthe Director or other
executive level conmttee are cleared and submtted
under action nenmorandum from that Wrkgroup or
commi tt ee.

|
CONTROL. .DISTRIBUTION, AND FILING OF IHS DIRECTIVES

to the MPSS for assignnent of control and transmttal
nunbers.  Copies of the directives, regardless of format,
are imediately transmtted via e-mail to the Area and
Headquarters office DDCOs and Policy Support Staff at
Headquarters by the Agen(_:)é DDCO. The Area and Headquarters
office DDCOs are responsible for ensuring that the Area and
Headquarters Ofice Directors, Area Executive Oficers,
Service Unit/Health Center Directors, subject matter .
functional area managers, and other individuals within their
offices receive electronic or printed copies of the
directives. Copies are nailed by the MPSS to tribal and
urban health programs included on the Ofice of Tribal
Programs mailing list. A printed copy of signed directives
are filed as follows:

A Indian Health Minual chapters The |HM chapters are
filed in binders established for each part of the |HMV
These binders are nmaintained in central |ocations at
the Area offices and at |HS Headquarters offices, and
in the Directives and Delegations Library in the MPSS
office, IHS Headquarters. “The original copy of each
chapter and the original of the signed TNs Tor that
chapter are filed in the directives repository file
maintained in the MPSS office.

B. ndi Health Service Circulars  Copies of the IHS
Circulars are. filed in binders maintained in a central

| ocation at the Area Ofices and at |HS Headquarters

N 97-07 (107 30797)
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(I-1.8B continued)

offices, and in the Directives and Delegations Library
in the MPSS office, IHS Headquarters. The original
copies of IHS Grculars are filed in the directives
repository file maintained in the MPSS offi ce. 1

C. Special Gener al Menpranduns.  The Director's SGW are
filed in sequential order of issuance in binders. Tne
SGM binders are maintained in central |ocations at the
Area offices and at IHS Headquarters offices, and in
the Drectives and Delegations Library in the MPSS
office, I'HS Headquarters.' The original copy is filed

with charge menmoranduns, research docunents, etc., in
tPfe_ directives repository file maintained in the MSS
of fice.

I-1.9 MWIMMMWG“VES

A Indian Health Mnual__Chapters  Generally, |HM chapters
are not rescinded. Information in the I'HV chapters is
updated by page or the entire chapter may be replaced
by an updated chapter. Quidance regarding the
disposition of superseded pages or copies of the
chapters are included in the TNs. The superseded
copies of chapters information and re ate(ﬁ) docunent s
are retained and disposed of by the Agency DDCO in
accordance with the THS Records D sposition Schedul e.

Indian Health Service Grculars The IHS Grculars are
nornal 'y |ncpr¥>orated Into existing IHV chapters or
"transcribed into new IHM chapters. On occasi ons when
an |HS Grcular information 1s rescinded (not

I ncorporated or transcribed into another directive
format), or Grcular information is updated or revised,
an Errata Notice (See Manual Exhibit 1-1-H is issued
regar di n? the action that contains guidance to the
reci pients for disposition of their copies of the
superseded IHS CGircular. The superseded copies of |HS
Crculars and related docunments are retained and

di sposed of by the Agency DDCO in accordance wth the
| HS Records Disposition Schedul e.

ndian Health Manual (10730797) TN 97-07
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C. Epggial_ﬁgngral;mﬁmgrﬁydnms_ The Director's SGQvb
expire on a specific date cited in the nmenorandum or
on the 120 nonth anniversary of the date the SGM ;
signed. Functional area managers who _ _
request that the subject matter of SGW continue in
effect beyond 12 nonths are required to develop and
submt new menoranduns for the Director's signature in
accordance with the requirements of this chapter. The
DDCOs are advised to discard the SGW on the 1 year
anni versary date. Copies 'of the SGW are retajned and
di sposed of by the Agency DDCO in accordance with the
| HS Records Disposition Schedul e.

TN 97-07 (10730797) . I'ndian Health Manual



Manual Exhibit 1-1-A

Page 1

EXAMPLE FORMAT - TRANSMITTAL NOTICE

TRANSMIITAL NOTICE- INDIAN HEALTH MANUAL tn 97-00

BACKGROUND

(Eriefly describe the contents of the attached IHM chapter
or delegation of authority here)

Michael H. Trujillo, M.D., M.PH., M.S.
Assistant Surgeon General
Director,IndianHealthService

MATERIAL TRANSMITTED

(List theinformation that is actually attached to this TN in the order that it is attached.
Example: The IHM Part 1, Chapter 1, Indian Health Service Manual System,
pages I-37, including Manual Exhibits 1-I-A through 1-I-F.)

MATERIAL SUPERSEDED

(List the IHM information that is being replaced by the information attached to this
TN. If portions of previous IHM chapters or delegations of authority are being
replaced then list in sequential order the sections, pages, etc., that is being replaced.
Example: IHM Chapter |-, ‘Indian Health Service Manual System,” pages |-28, and
Manual Exhibits 1-I-A through 1-I-N. TN 91-4. dated October 10. 1991)

MANUAL MAINTENANCE

(List ingtructions for discarding the information being replaced and filing the new
information and TN.)

NOTE: The Area Offices would use the same TN format except the content
changes to refflect 1) The Area Office Location (Title) on the first line
in the header, and 2) the signature block in the ‘BACKGROUND"
section is changed to that of the Area Director.

Digribution: ~ (Aberdeen Area, Alaska Area, etc. MPSS cites the IHS Mailing Key)
Date: (insert the date that the TN is signed)

TN 97-07
(10/ 30/ 97)
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Manual Exhibit 1-1-B
Page | of 2

EXAMPLE ForMAT IHM TABLE OF CONTENTS

GENERAL
Chapter 1.
INDIAN HEALTH SERVICE MANUAL SYSTEM '
Partl
Table of Contents
Indian H: i
Section Page
IDETOUUCETON, . oo e I-1.1 1
PUIMPOSE.. .o i-i.:: 1
Background ---oooooeiiiin 1
M S Manual System 1:1:1c 3
POLICY ettt 1-1.1D 4
MS Manual System Responsibilities.............c.cccc...... 1-l.IE 4
IndianHeaIthM aSMAl -« eveveneeeeee e e e e e eeees [-1.2 9
Authority for IHM Chapters .........coevvvviinneeereennnnnnn. -14 9
Partsinthe  IndianHealthManual(IHM)..................... [-1.2B 9
[HM Chapter FOrmMat.......evveeermmreeeiiiieeeiiiieee e I-I .2c 13
Transmiual  NOHCES. ..vuueeeeeeeereiiieeeeeiie e e e eeeeennns I-1.2D 17
IMS CIFCUIBIS - e vneene et e e e e e e e e e e e eanas I-1.3 17
When the MS Circular Format May Be Used .............. I-1 .3A 17
Authority for MS Circulars.:.......oooeviveveeiiieereiiinees 1-1.3B 18
Format for 1HS CirCUIAIS.e eeeremrereenerreenneenersneennnn I-1.3c 18
Special General Memorandums..........ooovvvvviiiiiiniieiiiiiiiie, [-1.4 23
AULhOrity for SGMS - .vvveevveeiiieiiiiiiiiie e [-1.4A 23
Format for SGMS......uuviieiiieeeiiie e [-1.4B 23
SGM  CoNtrol NUMDEIS:«ceneeneeeeeneeeeeeieeeeeeeaeeeneens I-1.4c 23.
i
Indian Health Manual (00/00/00) 97-00
TN 97-07
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Manual Exhibit 1-1-B

EXAMPLE FORMAT - IHM TABLE OF CONTENTS:

GENERAL

Chapter ‘1
INDIAN HEALTH SERVICE MANUAL SYSTEM

Part 1
Table of Co&nts

Capp .  ( ¢ o n t * a )

Section page

IHS Manual System GUIdelingS.* .........c..evveerrererenn. S I-1.5 2
Dies Development ProCesS..........ccccoovvviiiiiiiiiiiiiiiin, [-1.6 24
Notification of Intent to Issue/Revise Directives............ [-1.6A 24
Designation of MPSSASSSANCe......c.vuvvvvevenneieinies [-1.6B 24
Contracted Directives Development.............eevvveeeeeenns I-1.6C
Directives Development Workgroups........... .. Lo [-1 .6D z
Electronic COopies.....ccoovvvviiiiiiiiiiiiiiiieieieeeeeee [-1.6E 25
Clearance of MS DiiNCtIVES. .......coovvioiiiiii [-1.7 25
Headquarters Review and Comment Period . ................ -1 .7A 25
Area Office Directives Review and Comment Period.. ... |-l .7B 27
Consderation and Use of CommentsRecommendations. [-1.7C 28
Control, Digtribution and Filling of IHS Directives.. . . . .. e I-1.8 29
Frocedures for Rescinding IHS Manual System Directives. ......... I-1.9 30

Manual Exhibits

Manual Exhibit 1-I-A. Example IHM Transmittal Notice
Manual Exhibit I--B, Example IHM Table of Contents
Manua Exhibit I-I-C, Example IHS Circular Format
Manual Exhibit |-I-D, Example Appendix/Exhibit
Manual Exhibit 1-I-E. Example SGM

Manual Exhibit 1-I-F. Example Circular ErraQ Notice

Indian Health Manual (oo/oo/00) 97-00

TN 97- 07
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Manual Exhibit 1-1-C
Page 1 of 1 :

EXAMPLE FORMAT - IHM APPENDIX/EXHIBIT

Manual Appendix/Exhibit 3-22-B
Pagelof 1

HEPATITIS B EXPOSURE CONTROL PLAN

(Please note: This Hepatitis B Exposure Control Plan applies to all Indian Health
Service @IS) employees, including those assigned to Public Law (P-L.) 93-638
facilities. The law and implementing regulations apply to the Indian Sef-
Determination Act, P.L. 93638 and to Title V urban program contractors as
employers. Tribal contractors are strongly encouraged to adopt this, plan.)

Purpose. The purpose of the Hepatie B Exposure Control Plan isto
minimize employee occupational exposure to blood or body fluids.

Baekground: Hepatitis B virus (HBV) has long been known to cause serious
disease in susceptible individuals. The agent that causes the Aquired Immune
Deficiency Syndrome (AIDS), the human immunodeficiency virus (HIV) has
been discovered only relatively recently.

These and other bloodborne pathogens present occupational risks to healthcare
providers. In September 1986. several unions representing hospital and
healthcare employees petitioned the Occupational Safety and Health
Adminigtration (OSHA) to take action to reduce the risk of exposure. The
petition was denied, however, in October 30.1986, the Departments of Labor
and Health and Human Services published a , Joint Advisory Notice entitled,
“Protection Againgt Occupational Exposure to Hepatitis B Vii and Human
Immunodeficiency Virus. " Then on November 27.1987, OSHA announced its
intent to initiate rulemaking to reduce occupational exposure to HBV and HIV.
Atter a comment period, OSHA published a Notice of Proposed Rulemaking
on May 30,1989.

The OSHA made a prelimmary determination that certain employees faced a
significant risk of exposure to bloodborne pathogens, and that a variety of
control measures could reduce this risk. The final role cited in Title 29 of the
Code of Federal Regulations, Subsection 1910.1030 (29 CFR 1910.1030) was
issued on December 6.1991, after a lengthy review that included an
assessment of the economic feasibility of the standard.

TN 92-00
(5/00/92)
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Manual Exhibit 1-1-D

Page 1 of

EXAMPLE - HEADQUARTERS CIRCULAR FORMAT

:DEPAR'IMENT OF HEALTH AHD HUMAN SERVICES |
Public Hedth Service
Indian Health Service
Roekville, MarylaND 20857 Refer to: OMS

INDIAN HEALTH SERVICE CIRCULAR NO. 97-00

HEADOUARTERS IHS CIRCULAR FORMAT

1. _Purpose To illustrate the proper format for Cirtculars issued by IHS Headquarters functiona areas.

Eormat See IHM Part 1 Chapter 1 Section 1-1.3C for information regarding formatting IHS
Circulars. Area Office supplements to the IHS Circulars include the location name of the Area Offices
in the header as described in Section |-1.3C(3). The text of the Ciilar should be in outline format,
double spaced between information sections. Sub-paragraphs should be indented 5 spaces.

Section  Designations for Circular sections is covered in
Section 1-1.3C(2) on page 19 of IHM I-I.

_SECTION HEADINGS Titles for the section headings in Circulars should reflect the subject covered
in the section. Suggested section headings are included in Section 1-1.3C(l), page 18, of IHM I-I.

SUBSEQUENT PAGES See Section 1-1.3C(3), IHM |-, for headers and footers requirements of
pages subsequent to the Circular title page.

Supersedure. Lis al documents that the information in the Circular is replacing.
EEEECTIVE DATE Cite the date that the policy/procedures included in the
Circular are to be effective. This date is usualy the date that the Circu;ar is signed.

Michae H. Trijilo, MD,M P. H., M S,
Assigtant Surgeon General
Director, Indian Hedth Service

Digtribution:  PSD 557 (IndianHedlth Mailing Key)
Date:

TN 97-07
(10/ 30/ 97)

1



Manual Exhibit 1-1-E
Page 1 of 1

EXAMPLE - IHS AREA OFFICE CIRCULAR FORMAT

DEPARTMENT OF HEALTH AND HUMAN SERVICES \
Public Health Service
Pheonix Area Indian Health Service
Phoenix, Arizona 85016 Refer to: OAM

PHOENIX AREA INDIAN HEALTH SERVICE CIRCULAR NO. 97-00

IHS AREA CIRCULAR FORMAT

SeC.
1.Purpose
2. Format for IHS Area Circulars
3. supersedure
4. Effective Date

MS Area Circular Exhibit 97-A - Format Illustratcd
a*

1. PURPOQSE. To illustrate the proper format for Circulars issued by the IHS Area offices..

2. FORMAT FOR IHS AREA CIRCUI ARS. See IHM, Part 1, Chapter 1, Section
1-1.3C(3), for information regarding formatting IHS Circulars. The Area Office
supplements to Circulars issued by Headquarters must cite the IHS Area and the City and
State location of the Area Office in the address field of the first page, and the IHS
Area office and Circular No. in the header of each subsequent page and exhibit. All cther
information and formatting guidance for IHS Circulars comaxncd in the THM, Part 1,
Chapter 1, applies to JHS Area circulars,

3. Supersedure. Lig al documentsthat the information in the CIRCULAR is repLacing.
4. EFFECTIVE DATE. Citethe date that the policy/proceduresincluded iN the IHS

Area Circular is to be effective. This date is usually the date that the circular is signed by
the Area Director.

Don J. Davis, M.P.H.
Director, Phoenix Area Indian Health Service

Distribution: Area-wide
Date:

TN 97-07
(10/30/97)




Manual Exhibit 1-1-F
Page 1 of 1

EXAMPLE - CIRCULAR APPENDIX/EXHIBIT PAGE

Circular Appendix/Exhibit 97-00-A
Page 10f 1
(oo/oo/o0)

EXAMPLE OF DIRECTIVES CONTROL, DISTRIBUTION,
AND FILING INSTRUCTIONS

CONTROL, DISTRIBUTION, AND FILING OF IHS DIRECTIVES

Upon signature by the Director, IHS, or his’her designee, the IHS directive is returned
to the MPSS for assignment of control and transmittal numbers. Copies of the
directives, regardless of format, are immediately transformed via e-mail to the Policy
Support Staff a Headquarters all MPSS Managecment Analysts, Headquarters DDCOs, and Area
Office DDCOs. The Area and Headquarters Office DDCOs  are responsible for further electronic
transmission, or priming and duplication, of the directives to the Area Directors, Area Executive
Officers, Service Unit/Hedlth Center Directors and subject matter functional area managers within
their Areas. Copies are mailed by the MPSS to tribal and urban hedlth program contractors that
appear on the Office of Tribal Programs mailing list. A copy of signcd directives are filed as
follows:

A. Health_Manual Chapters. The IBM chapters are filed in binders established for
each part of the IBM. These binders are maintained in central locations at the Area
offtces and at IHS Headquarters offices, and in the Directives and Delegations Library in
the MPSS office, IHS Headquarters. The original copy of each chapter and the originai
of the signed TN for that chapter are filed in the directives repository file maintained in
the MPSS office.

B. -Health_Service Citculars. Copies of the IHS Circulars are filed in binders
maintained in a central location at the Area offices and a I1BS Headquarters offices, and
in the Directives and Delegations Library in the MPSS office, IHS Headquarters. The
original copies of IHS circulars an filed in the directives repsitory file maintained in
the MPSS Office.

C. Specidl General Memorandum The Director’'s SGMs are filed in sequential order of
issuance in binders. The SGM binders are maintained in centra locations a the Area
offices and a IHS Headquarters offices, and in the Directives and Delegations Library in
the MPSS office, IHS Headquarters. The origina copy is filed with charge
memorandums, research documents, etc., in the directives repository file maintained in
the MPSS office.

TN 97-07
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EXAMPLE SPECIAL GENERAL MEMORANDUM

Page 1 of 1

LETTERHEAD

SGM 97-00

TO: Manual Users

FROM: Director

SUBJECT: Special General Memorandum Format

The Indian Health Service (IHS) has, ingtitutedd the use of Special General
Memorandums (SGM). The SGMs are for the use of the Director to highlight or
call special attention to existing IHS policy and procedures, or to announce new
policy and procedures that require immediate implementation.

Please see the IHM, Part 1. Chapter 1, Section I-.4 for additional information
regarding the use and structure of SGMs.

Michael H. Trujillo, M.D., M.P.H., M.S.
Assistant Surgeon General

Refer to: OMS/MPSS

TN 97-07
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Manual Exhibit 1-1-H

Page 1 of
Example - IHS CIRCULAR ERRATA NOTICE
DEPARTMENT OF HEALTH AND HUMAN SERVICES .
Public Health Service
Indian Health Service
Rokville, Maryland 20857 Refer to: OMS

INDIAN HEALTH SERVICE CIRCULAR NO. 97-00

ERRATA NOTICE FOR |HS CIRCULAR NO. 95-00

The Errata Notice format is used to advise manual users that the information contained
in the Circular No. cited on the subject line is being corrected or updated with revised
or additional information, or is beiNG rescinded. A circular is rescinded when the
policy, procedures, guidelines, etc., that are contained in a Circular are no longer
required for reference by IHS employees, and the information IS NOT transcribed into
anew or existing IHM chapter, or higher echelon-issued directive. Please see [HM I-
1, Section I .9, Procedures for Rescinding IHS Manual System Directives.

When a Circular information is transcribed into a new or existing IHM chapter or MS
supplement to a higher echelon issued directive, the transmittal notice for that directive
would include the cancellation and disposition information for the affected Circular(s).
In such instances an Errata Notice would not be necessary.

MichaelH.TrujllloM.D.,M.P.H., M.S.
Assistant Surgeon General
Director, Indian Health Service

Digtribution: PSD 557 (Indian Health Mailing Key)
Date:

TN 97-07
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